
 

 

Role Manager 

 

The responsibility of the role manager within your agency’s email archive is to assign reviewer status to 

accounts.  The individual (or “account”) that is assigned reviewer status may be granted access to all or 

only specific mailboxes within your agency’s archive. Once granted access, a reviewer may search and 

view all of the archived email within those specified mailboxes. 

 

To specify an individual (or “account”) as a role manager for your agency’s email archive, please follow 

the steps below: 

 

 

1) Log on to the archive administration console at https://manage.us.symanteccloud.com 

 

https://manage.us.symanteccloud.com/


 

 

2. The archive overview screen will then be displayed, which includes statistics about the archive for 

your agency such as mail volume and attachment type. Click on “assign accounts” in the left pane. 

 

 
 

 

 

 

 

 

 



 

 

 

3) The Assign Accounts screen will be displayed. Scroll down or use the search feature to find the 

desired account. Select the account by clicking it.  

 

 
 

 

 

 

 

 

 

 

 

 

 



 

 

 

4) The Role Change screen will then appear. There are three account types available: account, 

reviewer and admin - utilize the pull-down to select reviewer. If you want this account to be able to 

view all archived mailboxes, select privilege: monitor all accounts. Or, utilize add/remove 

monitored accounts to select specific mailboxes. 

 
  



 

 

 

Discovery Administrator 

 

The responsibility of the discovery administrator within your agency’s email archive is to create and 

manage cases and matters. 

 

To specify an individual (or “account”) as a discovery administrator for your agency’s email archive, please 

refer to the instructions from Symantec at the below links: 

 

http://www.cloudarchiveuniversity.com/videos/e-discovery/e-discovery.asp 

 

http://www.cloudarchiveuniversity.com/videos/investigations/investigations.asp 

 

Additionally, knowledge base articles and help documents for more information on archive discovery are at 

the below link: 

 

http://archive.onconfluence.com/display/wlhelp/Discovery+Archive 

 

 

Additional Information for Other Personal Archive Users 

 

Reviewers:  

 

Once the role manager selects reviewer accounts (individuals assigned privileges to review certain 

archives within your agency), those reviewers can view the demo at the below link for instructions on how 

to utilize review capabilities: 

 

http://www.cloudarchiveuniversity.com/videos/investigations/investigations.asp 

 

All personal archive users:  

 

Any employee who is signed up for the Hosted Mail Archiving Service (HMA) can view the below video for 

additional information on how to best utilize their archive: 

 

http://www.cloudarchiveuniversity.com/videos/personal-archive/personal-archive.asp 

 

Additionally, knowledge base articles and help documents for all personal archive users are available at 

the below link: 

 

Personal Archive: http://archive.onconfluence.com/display/wlhelp/Personal+Archive+Help 
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